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CLNTHAL INTnLLIGENCE AGANCY
Washington, D.C.

NGTICE 29 Nevember 1950

1
SURJECT: CIA Duty Officers.

1. 5o much of Administrative InstructionL________J dg@éd
1 July 1949, subject as above, as_ig in conflict with this " Notice
is rescinded. \ .

2. Duty officers formerly located in the M Building are
now located in the South Building. The telephone numbers remain
the same - as follows:

a.l kor calls not routed through the
CIA switchbaard,

be For cualls routed through the CIA

switchbhoard.

FOR THE DIRLCTOR OF CENTRAL INTSLLIGNCE:

Executive

DISTRIPUTION #3.

RESTHICTED
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Washington, D, C.
D LE IORANDUU 25X1A

mmer [

. 25X1A
SUBJECT: Saturcay, Sunday snd Holiday Duty

EFFECTIVE UNTIL 30 JUNE 1947 UlL

1. CIO AMvinintrative Opdor tod @ Joricry 1947, Subjoots 25X1
"Sc.turday, Suncay A Holiday , it rgzoindod. 25X1A

2. Effcotivc 10 iuy 1947, Saturdoy, SyMi; Holidaypdu flm bo
« perforred hy rn duty officor ond assi i1cd vy
ecparate nororunda fron tinc

3. Duty .fficcers rn” th duty trm 0830 until
1700 on Saturdays, Sund i
cuty of fdeor will bc R
%11l Vo in Roon 7133,

Buflcing; tho assistant  25X1A
¢ Scorctary to the Dircotor

tion in any othcr off'ico of

421 be notificed by the Scerctary 25X1A

Building, acoopt dolivery 25X1A
cd mforinl, noccpt visgitors to any offico

oning in to Roon 7135, (nd will tako such

ol pteps o8 noy b lappropriate in any casc. Whon hc doons it

sery, ho will not tho proper parson rclative to urgont nmatters

at cotion may be tekone The prinary function of the assistont to

the cduty offioor will be to provide ncocssary clerical end stonographio
agsistunoc,

. The Assistent Dircotors of,Qfficcs, Chiof-of -IGAPS, =nd Excoutive
Lor P&A vAll subndt te the ry-to thc Dircetor not lator than
1200 hours cn the Friday proccdh\c Saturday or Sunday duty, and not
latcr thin 1200 hours on tho day preocting ¢ holicay tour of cuty, o
stcnd=-by 1ligt of two indivials who con be contacted, torcther with
thelr hoe cddrese rnc hone telorhonc nunbere ihorc offices ncintain
& fulletinu duty officcr on Saturdays, Sundays or Holirfoys, his none
R and tclephone nunbor nay be sudnittcd in licu of thc abovce The

VT Gecrotncy to the Dircotor will thon plecc these addresses in the duty
officor's book which will olso includc a 1ist of all personc catoring ILLEGIB
officcs on Saturdays, Sundays, or Holidnys, onc copy of CIG i‘cnorcndun
do..23, onc copy of CIG. Scourity Rogulations, RESTRICTED persmnnel
rostors, and ncopssary tclcphone dircotoricls,| |

ILLEGIB

8. The duty officor or hir assistunt will rouport to tho Scorctery to
thc DMroctor, doon 7185, at 1600 hours on thc Fridey procodin; Saturday
cad Sunday duty or on thc day proocding holiday duty to be oricfod
rclative to tho usc of telcphonos and to rcooive any spooial instructions

.-o rolctivo to thu Diroctor's officc.
el

A
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. 7¢ Duty offtocrs un azalstonts aro aithiorizon to cxohange tours of
Juty with othep arproprinte pcraonnoly howover, rosponsibility rests
w¥ith the indsiviounl doteiled to Fcport to the Excoutive for P&A by
1200 hours on Fricay Precoding the tour of Cuty the nano of the
25X1A Pereon to rolicve hin,

8o The cuty offiocor wil) : rity chock at 1700 hours
25X1A of cll officcs in the A thet have been openod

during tho degs in conpIitnon with prarasrarh 10, Soourd

CIC. iny porscn who ntors his officc in the

for purpcsca of worl o Saturdays, Sundays, or : TII no

the duty offiecr, who for Bcourity purroccs will 1dat the arrivals and

ceparturcs in the duty officerts took, ) :

9. The Mty offiocor's bovk will contain rothinz hirhor than LSTRICTED

nataricl and ot the sonplation of cach tour of duty, will be left on

the denk of the Scorctury to the Dircotor in Roory 713§ aftcr which the

roon wiil bc locked, &1 other classificd ratorial will be placod in

the duty officor's porsonul safo at 1700 hours on the cay of cuty cng

trned over to Excoutive Rcglatry for dlotribution by 0845 the following
25X1A normal work day,

106 All oiviliun reraonncl who cro cotailed for this duty nny be piven

corprnsatery tinc off or redd overtiro in tQocoricnee with tho provisions
O of iéninistrative Ordor l!o|:| issucd 13 Novenbor 1946.

FOR I DIRLCTOR OF CERTRAL INIELLI GINCE; ’

25X1A

Exocutivo for Porsonnol
and Acninistration

ATPACUENTS: Mone

DISTRIBUTION: A

REsTeTED

7-1
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RESTRICTED - ¢ 5@/
CENTRAL INTELLIGENGE AGENGY ' “1

Washington, D. C.

¢ ~ / / g
ADMINISTRATIVE INSTRUCTION 27 April 1948 / / ‘ZL'/
NO.,, .

25X1A

- 25X1A

(This rescinds ‘Administrative Instruction No.|:| dated 26 Septem-
ber 1947.)

SUBJECT: Staff Duty Officers.

1. Staff Duty Officers.

a. The Assistant Director for Reports and Estimates will pro=
vide from the personnel of his offire a daily CIA 3taff Duty Offi-
cer on a 2h-hour basis to handle all matters arising during off-
duty hours requiring CIA action (except matters ‘pertaining to the
Office of Special Operations). :

b. TInitially the Staff Duty Officer will be located in Reom
2046 "M" Building, with telephone rumbers as indicated below:

(@) ~ For calls not routed through the CIA
switchbeard . .

(2) ~ For calls routeé through the (IA
switchboard .

¢. The Assistant Xirector for Reports and Estimates will in-

1 form the appropriate intelligence officials of the agencies listed
below of the above location and phone numbers, any changes occurring
therein, and will establish any necessary operating procedures in
coordination with those agencies: .

Department of State
Departmént of the Army
Department of the Navy
Department of the Air Forces

2. The Executive for Administration and Man:;{gement 1is charged with
responsibility for: ' :

a. Previding persomnel for off-duty hours duty in the office of
the Director.

(1) From 1700-1860 hours on each normal duty day,
€2) From 0838-1700 hours on each non-duty day,

b. \Providing arw-requifed transportation for use by CIA Staff

RESTRICTED

Py
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Buty Officer and/or personnel indicated in paragraph 2a above,
G« Appropriate instructions to switchboar’ operators.

3s a. Duly Officer Books containing specific instructions and re-
quired general information Wwill be prepared and kept up to date by:

(1) The' Personal Assistant to .the Director for those indi-
viduals detailed for off-duty hours duty in the Director's of-
fice. .

(2) The Assistant Director for Reports and Estimates for
CIA Staff Duty Officers,

b. Data in these books will include-

(1) Security instructions, inc‘luding means of identifica—
ticn, prepared bty the Executive ior Inspection and Security.

(2) Locations and telephone numbers of individuals avail-
able for call to handle matters vertaining to their responsi-
bilities, both in (TA and other agencies, :

(3) Instructions relative to unavoidable absence from posts
of duty (lunch hours, pickup and delivery of important messages)s

(L) Operational instructions relative to handling of mat-
ters requiring immediate attention, .

(5) Availability and location of transportation,

3s Each Assistant Director and Staff Chief will furnish the Assist-
ant Director for Reports and Estimabes with a list of at least six (6)
senior individuals assigned to his activity who can bte contacted during
off-duty hours should occasion arise, The Assistant Director eor Staff
Chief and his deputy should be included in this list; which must be kept
current at all times, .

Lo a. Civilian CIA Stafr Duty Officers.who perform this duty in

addition to normal duty assignments may, in the discretion of the

Assistant Director for Reports and Estimates in each case, be paig
overtime at authorized raies for such duty or be granted cempensa-
tory leave,

b. The Txecutive for Administraticn and Management will issue
separate insiiuctions covering overtime of individuals detailed
for off-duty hours duty in the office of the Director,

i S« The Assistant Director for Special Operations will issue sep-
{ arate instructions providing for daily 2l-hour duty officers for and

-2e
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RESTRICTED

essential service by the Office of Special Operations.

FOR THE DIRECTCR OF CENTRAL INTSLLIGENCE:

25X1A

gxecutive for
Administration and Management

DISTRIBUTION: A

 RESTRICTED
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R=Ee§=T<ReI=Cn T=E=D : .i' “25X1 A
Pt )'»—»’:’z,»-u Ran ‘_,;f':-‘} A ifjf
CENTRAL INTELLIGENCE AGENCY: ..
Washington, D.C.

ADMINISTRATIVE INSTRUCTION ,
NO.

: , , : 25X1A
SUBJECT: Staff Duty .Officers. = . : 25X1A

RESCISSION: Administrative Instruction Woo| | dated 27 April 1048,

l. Staff Duty Officers

&+ The Assistant Director for Reports and Estimatbes will
provide from the persomnel of his office a daily CIA Duty Of«=
ficer on & 24~hour basis to handle all matters. arising during
off-duty hours requiri:g CIA action (except matters pertain~
ing %o the Offices of Special Operatiors and Policy Coordination.)

be The CIA Duty Officer will be located in Room 2046 "t
Building with telephone numbers as indicated below:

25X1 gLy (1) - for calls not-routed through the
CIA-swit -_— L
(2) + for .calls:routed through the CIA

- switohboard, .

Ge The Assistant Director for Reports and Estimates will
inform the appropriate intelligence officials of the agencies
listed below of the gbove location and phone numbers, any.
changes ocourring therein, and will establish any necessary
operating prooedures in coordination with those agoneciess

Department of State
Joint Chiefs of Staff
Department.of the Army
Department of the Navy
G Department.of -the Air Eoree -
... Atomic Energy.Conmission

. de A primary function of the.CIA Duty Officer Will be to-
insure that the Director is personally informed of all matters
.-arising during off-duty hours of sufficient importance to war=-

rant his personal knowledges. .
-2, The Services Officer will provide: - -

o,; " One 'pééééhgér‘ aut&rri&i{il:af and- cﬁﬁuﬂfeur- to'be at the call:’
of the CIA Duty Officer during all off-duty hours, including

RE~S-TeR~I-C-T-BD
ale
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Re=E~S-T=R~I-C-T=E=D '/

Saturdays, Sundays p.nd,holi‘days.

b. Telephone serv.ic:e”on the same basis as above, with all
incoming calls being routed %o the CIA Duty Officer during off-,
duty hourse : S

(1) Calls from the Whito House will be routed to the
GIA switchboard vhen the Director's office does not enswer
o diroct calle Such calls will be given priority routing
“to the CIA Duty Officer by the telephone operator on duty -
at the boarde’

3. ne Duty Officer Books contaoining spocific jnstructions and
‘roquired gonornl information will be prepored ond kept up to
date by: :

(1) Tho Personal Assistant to the Director.

(2) The Assistant Director for Reports and Estimates
for CIA Duty Officers.

v

b. Data in these books will inolude:

(1) Seourity instructions, including means of identifi-
cation, prepared by the Chief of Inspection and Security.

(2) Locations and telephore numbers of individuals
aveilable for call to handle matters pertaining to their
responsibilities, both in CIA and other agenciese

: (3) Instructions relative to unavoidable absence from
posts of duty (lunch hours, piokup and delivery of important
mesSaEes) s : :

(4) Oporational instruotions relative to handling of
matters requiring immediate attention.

(5) Availability and Jocation of transportatione

4. Civilian employess who porform’ duty as CIA Duty Officer in
pddition to normal duty asslgnmenis may,: in-the discretion of the As=~
sistant Director for Reports ond Pstimetes in each caso, be paid over=
time ot authorized ratos for-such duty or b6 gronted compensatory loavoe

54 'Each Assistant Director and Staff Chiof *will fuinish tho As-
sistant Director for Reports and Estimates with o list of at loast

' six (6) senior individuals nssigned to his activity who can be con=
i taoted during off-duty hours should oceasion arise. The Assistant Di=-
; rector or Staff Chief and his deputy should e included in this 1ist,
which must be kept. current. at all timess - - - ‘

ReEeS=T-R=I-C~T=E~D

o
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R-BE-S~T-R=I-C=T=-E-D

6. The Assistant Directors for Special Operations grﬁdhgzilcy
Coordination will issue separate instrt}ctions fo:f' cialc%y w;vices
duty officers for their offices includ:.ng essentia i se
provided by the Office of Special Operations.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Captain, USK ~
Executive

DISTRIBUTION: A

ReB-§=T-R=I-C-T-I-D

. _3_
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CONTIDENT TAL

CENTRAL INIELLIGENCE AGFNCY
Yashington, D. C.

25X1A ADMTNISTRATIVE THSIRUCIION 5 January 1951

NO.
SUBJEOT: Watch Policy. (Effective 9:00 A Honday, 8 Jarmuary 1951)

RESOTSSIONS: Adeministrative Instruction[ | dated 1 Jquly 19L9.
Notice[ | dabed 29 November 1950,

25X1A

25X1A

: _ :
[ 1., a, Denmuby Directors, Lssistant Directors, and Administrative
| offi.e Chiefs will be available for duty on an "on call' basis
| ‘ during all off-duty hours, and are resnongible for informing the
< Yo 4ateh Officer where they nay be reached if at other than their

’ home telephiones. A senior representative may be designated, when
i necessary, in which case the responsible of ficial will notify the
Watch Officer. It will thon te the responsilility of the desig--
[ nated representative to keep the Watch Officer informed vhere he
]f may be reached if other than at home.
| b, Iach official indicated above will furnish the Assistant
Director for Special Services his home address and telephone num-
ber, and tle nancs, home addresses and telephone mmbers of all
senior reproesentatives of his ofifice who may be designated under
this policy.

2. The Assistant Director for Special Services shall:

a, laintain a CIA Watch Officer during all except nermal work-
ing howrs in Room 2028 Que Building, with telephone nurbers indi-

i cated belowr:

Y (L) for ordinary inside calls.
25X1

(2) ag boen reserved for calls originating
outside the Agency.

R b, Inform the Fxecutive Secretary, National Security Council,
‘ . and the IAC agencies of the above room location and telephone
numbers,
¢, Dstablish necessary operating procedures, including:
(L) Essential coordination with the Viateh Officers of OPC
and 030,

COMFIDIRITIAL

| Approved For Release 2003/03/10 : CIA-RDP81-00728R000100020047-1
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CONTMINIITTIAL

(2) lrraugements vith the Director's office for officials
to be contacted in comanection with matters believed to be of
suffiecicnt imgortance to warrant the Directorts attention,

3. The Chief, Administrative Services, will provide:

ae. lecesrary telephone service and routing of calls as requested
Coshy the fegistant Director for dpecial Services,

b. futomobile and chauffenr service on call of the CIA fatch

[AFRX ¢
0fficer,

+ « TOR T3 DIRECTOR O CONTRAL INTHLLICGEICE:

25X1A

HURRLY MeCOMIEL
Deputy Dirvctor
(Adridinistration)

DIST: 2

CONFIDENTTIAL
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CENTRAL INTELLIGENCE AGUNCY
Wnahington, D. C.

« ADMINISTRATIVLS INSTRUCTION

25X1A AT AAAAANAL
VU RER ,6: | | 26 Scptember 1947

SU3JECT:  Duty Offiecers
v
(This Memorapdwn roscinds CLG Memorondum Noa []dnted 19 Moy 1947,

and CIG Administrative Order No. [ |dated 15 November 1946.)
e

. 1. For the pyffese of handling urgent matters which may arise during
coff-duty hour

ty Of'fiders.

@ Personuel Brnanech, A&M, will publish monthly duty
resters of Mxceubive and CIMN duty officers with homo addresses
nnd tel\ep} ne npamdurs.  Separcte rosters will be mointnined for
Snturdays/-Bugdfy and holiday cuty.

- ’\ (2)/ Exeautive~ ufbgﬁ.of‘ficer roster will be comprised of om-
\joycc" of the Exe ve Offlces and ICAPS, in gradecs P06, CAF-12
‘and hifher, locnted\in | [Building, and oll Assistart
Dircelors, Deputy As batant Dircetors, the Genoral Counsel end '
Nt Lssistant General Counsel‘-s"('

(3) CIA duty officer Qoter will be; comprisod of nll other
CIA employess in grades of P=By4A7-12, and above. )
!

25X1A (4) Any exchanges in assisned @ates desirod for pcrasonal
sonvenicnee ean be effucted by nublelyegreoment with another duty”
officer and notificotion to ths Pr.;-rsc(nnel Branch (f.:xtﬂnsionlj
of the change.: ‘ \\(")
ey’ o
b, Excoubive Duby Officers. v (”{47
' 5
)] The Exceutive duty officér will romain ey&flable for call at
his residence, notifying the CIA duty officcl and CIA telephono
| oparator in the event of tho neoessity to lenwe_lis rosidence for
k(’- onocmergency or in conjunction with CIA offi Gi&i:p}.ﬂ' AtsS,
W"/: ¢ . CIA Duty Officers (Effcctive 1 WNovembor '1947)
- ~)
\\) N ‘ (1) ©IA duty officers will report Mondny through Friday to
— : Room 7135 |Building, ot 1630 end remain on duty
> until 1800; pnd Saturdays, Sundays end holideys from 0830 to 1700,
“ TE L (2) A clerical assistent, in grade CAF-6 or below, will be
_ e available from 0830 to 1700 in Room 7135] |on Sat-
= urdeys, Sundeys cnd holideys, to provide neccssery stenographic

/ ol .
S assistances The clurical duty roster will be preparced and pube
P ) Yy prep P )
)  lished by the Personnel Brawch, A&M,
RENURERED CIA GINERAL RESTR'(TED

ORDET

(2858)
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~ RESTRICTED

(3) The CTA duty officer, after lcaving the office, will pro-
cead to his residonce ond romain available until 0800 to tnke all
incoming ealls for CIA, teking such nction s is roquired. Whera
necossary he will contaect the Executive duty officer or a repre-
sentative of tho particulor office concernsd. 1In the event noither
of the above is avnilable, he will contnet any person on the list
of thoso authorized to serve ns Bxecutive duty officers. In the
ovent of = call requiring delivery of a message or document, ho
will arranpe immedintely to pick-up the messaps or document, ox=
smine the contsnts, and completu . uny required immedinte sctiona

. Upon completion of such action #he mossage or document will be
fileq in o scourc loention, in accordance with CIA Security
Pegulntions.

(4) The CIA duty officer-assigned for Saturday, Sundey, or
holiday duty will report to the Personsl Assisbtent to the Director,
Room 7135, on Friday preceding duby day, or the day before holiday
Aduty, o roeoive any speciel instructions.

(8) A duby officorts log will he prepered and kept in Room
7135 contoining furthor detniled instructions, including a perma-
nent list of persons in individual offic:s who can bs combacted
with repard to matters affosting thet offices Each Assistant
Dircotor ard stalf chief will subnit to the Porsonnl Assistont to
the Dircctor Lwnedistely a list of rot to excsed six individuals
nosipgned to his activity who can be coutnetnd, if necassary, on
officinal mottors outside of office hours. Changas will be reportced
whenower appropriato.

(8) ALl civilinn personncl why are detnilcd for Saturday, San-
dny und holiday duty may be piven compensstory time off or paid
overbine, in necordsnec with the provislons of CIG Administrative
Ord:r ’.Io.| dated 13 November 194€.

2, Teolophons Scrvice. The night telephons oporntor on duty, upon
reouipt of o call, w111l cndscvor to reach the persen desired. If this is
impussible, and the enll is officisl, she will record the nom: and telephone
muroer of the person enlling end inform the CIA duty officer, This rceord,
jneluding the timz the cnll was roceived, and the duty officer to whom the
eall wes rofcrred, will o reported to the chicf operoter the following -
moening, The chiel operator will maintnin n file of these reporbs in her
of ficc.

3. Tramsportation. Government transportstion will be aveilable to
duty officcrs when ncecsssry in the: performence of their duty, and mey be
obtnincd by nelling

FOR IVE DIRECTOR OF CENIRAL INTELLIGENCE: -

LXZ0CWLITVE 1OX
Administration and Manegement

DISTRIBUTION: All CIA EmployemBESTRICTED

ATTACIMENTS: None
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vide from the perscinel of Hiw offire a daily CIA Staff Duty Cffi-
. cer on a 2l-hour basis to handle all matters arising diring off-
duty hours requiring CIA action (except matters pertaining to the
~ Office of Opecial Operationg).

‘ b. ' Initially the Staff Duty'0fficer will be located in Reom
2046 bullding, with t&lephore ‘muwbers as indicated btelow:

(L) - For caJl:E(j routed through the GIA
switechboard, '

(z) - For calls routeés through the GOIA
switchboard.

¢ The Assistant Director for Reports and Estimates will in-
form the apprnpr;@.te, intelligence officials .of the agencies listed

below of the above location.and phone numbers, any changes occurring
therein, and will éstablish.any necessary’ operating procedures in

coordination w[ifjth those agencies: o ‘

! ‘; " Department of State

et f Department of the Army

‘f Department .ol the Navy . W

-~

;j - Tepartment of the Air Forces i
E "A /{ v . o , ) . ) \_‘ . X
2., The Ex,e'cu'tive for Administration and Management: is charged with
responsibility for: ‘ ‘
F . . N
. e Pﬁ'svi.ding persomnel for off~-duty.hours duty 1n e office of
N - the Diregtor. . : ' L
. ; S
1) From 1700-2€G0 hours on each normal duty day.,
-

{
,

€2) From 0830-1700 Houx;s on each non~duty ac\iajt.y!

be. Providing any required transportation for use by CIA Staff

RESTRICTED

By
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RESTRICTED 2
CENTRAL INTEILICENCE AGENCY
Washington, D. C,
ADMINTISTRATIVE INSTRUGTION T
SUBJECT: Staff Duty Officers. C
" (This rescinds Administrative Instiuction Noo |:T dated 26 Septem- 25X1A
ber 1947.) kA ' '
1. Staff Duty Officers. .
25X1A \ " a. The Assistant Direzﬁtmr‘i‘_cﬁf Reports and Estimates will pro-
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Buty Officer and/or perSSnnellindicabad in paragraph 2a above.
¢ Appropriate instructions to switchboard operators,

3 a. Duty Officer Books containing specific instructions and re-
quired general information will be prepared and kept up to dape by :

(1) The Personal Assistant to the Director for those indi-
viduals detailed for off-duty hours duty in the Dircctor's of-
fice. '

(2) The Assistant Director for Reports and Zstimates for
CIA Staff Duty Officers.

b. Data in these books will include:

(1) Security instructions, including means of identifica-
tion, prepared by the Brecutive for Inspection and Se~urity.

(2) Locations and telephone numbers of individuals avail-
able for call to handle matters pertaining to their responsi-
bilities, both in CIA and other agencies.

(3) Instructions relative to unavoidable absence from posts
of duty (lunch hours, pickup and delivery of important messages).

(L) Operational instructions relative to handling of mat-—
ters requiring immediate attention,

(5) Availability and location of transportation.

3. Each Assistant Director and Staff Chief will furnish the Assist-
ant Director for Reports and Estimates with a list of at least six (6)
senior individuals assigned to his activity who can te contacted during
off-duty hours should occasion arise., The Assistant Director or Staff
Chief and his deputy should be included in this list, which must be kept
current at all times.

e a. Civilian CIA Staff Duty Officers who perform this duty in
addition to normal duty assignments may, in the discretion of the
Assistant Director for Reports and Estimates in each case, be paid
overtime at authorized rates for such duty or be granted compensa-
tory leave, )

b, The Executive for Administration and Management will issue
separate instructions covering overtime of individuals detailed
for off-duty hours duty in the office of the Direcior,

5. The Assistant Director for Special Operations will issue sep-
arate instructions providing for dsily 2l-hour duty officers for azd

e
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essential service by the Office of Special Operations.

FOR THE DIRECTCR OF CENTRAL INTELLIGENCE :

TXeCUuLLlve 10L
Administration and Management

DISTRIBUTION: A

Y
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\ CENTRAL INTELLIGENCE AGENCY
Weashington, D.C. b

,/"
;

25X1A ADI'/EINI{STRATIVE INSTFI‘-LEM‘;N—I 1 quly 1949
NO. \ ’«','

7

RESCISSION:\KI\dminisfrativg Instruction dg.;l?/ed 27 April 1948,

/

25X1A SUBJECT: \Staff Duty. Officers.

1. Staff \Duty Offiocers s

f

B The\'*,Ass istant Director for Reports(/and BEstimates will
provide from‘the persommel of his office & daily CIA Duty Of=
ficer on a 24%hour basis to handle all matters arising during
off-duty hours requiring CIA action (except matters pertain-
ing to the Offib\es of Special Oper‘atigmjs and Policy Coordination,)

,/ /
be The CIA Duty Officer will be’'located in Room 2046 "M
AN Building with telephone numbers as Jindicated below:
25X1A ¢ : ‘

(1) - for/calls not routed through the
25X1 CIA swit mw._| VRS 2

P

(2) - ‘_gdlr calls routed through the CIA
25X1 . switchboarads N

N
¢e The Assistant Directdr for Reports and Estimates will
~inform the appropriate ini:/é}g’llgenoe officiels of the agencies
listed below of the abova/’l"ocat;\ion and phone numbers, any
changes occurring therein,” and will establish any necessary
operating procedures in’ coordination with those agencies:

I
Depcf/r%ment of St;.‘»tze
Joint Chiefs of Staff
Department of the Army
Department of the Navy
" Department of the Aix\Force - !

o 7 Atomic Energy Commission
de A p,ré

ary function of the CIA Dut\yj Officer will Dbe to

, insure thgt the Director is personally informed of all matbers

- arising during off-duby hours of sufficient\importance to war-
NN rent his personal knowledgeo \
T N\

2+ /The Services Officer will provide: } \

. a. One passenger automoﬁile end chauffeur to, be at:the ‘c‘a._ll
.~ of the CIA Duty Officer during all off-duty hours,. including

R~E-S=T=-R<I-C~-T~E-D
| e e
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Saturd‘ays s Sundays and holidays.

b. Telephone servico on the same basis as above, with all
incoming calls being routed to the CIA Duty Oi‘fa.cer during off-
. duty hourse

(1) Calls from the Whito House will be routoed to the
CIA switchboard when the Director's office doess not answer
a direct calle Such calls will be given priority roubing
to the CIA Duby Officer by the telephone operator on duty
at the bdard.

3. a. Duty Officer Books contuining specific- instructions and
required gonoral informetion will bhe preporod and- kepb up to
datoe by :

(1) The Personal Assistant to tho D’irector.,

(2) The Assistant Director for Reports and Estimatos
for CIA Duty Officers.

bs Data in these books will include‘

(1) Socurity instructions, including means of identifi-
cation, prepored by the Chief of Inspection and Security.

(2) ILocations and telephone numbers of individuals
available for call to handle matters pertcu.nlng to ‘thlI‘
respons:.b:.llt:.es, both in CIA and other agenciese

: (3) Instructions relative to una.vo:.dable absence from
posts of duty (lunch hours, pickup and delivery of important
messages).

(4) Operntional instructions relative to handling of
motters requiring immediate attention.

(5) Availability ond locotion.of transportation.

4. Civilion employees who poerform duty as CIA Duty Officer in
addition to normal duty assignments may, in the discretion of the As-
sistant Diroctor for Reports and Estimates in each case, be paid cver=
time ot authorized ratos for such duty or be granted compensatory leavos

5o Each Assistant Director and Staff Chief will furnish the As-
sistant Director for Reports and Estimotes witha 1list of at'least
six (6) senior individuals nssigned to his activity who con be con=-
tacted during off-duty hours should occasion arisece. The Assistant Di-
roctor or Staff Chief and his deputy should be included in this list,
which must be kept current at all times.

Gl z Wd L 10
ReE=S=T=R=I~C=T=E-D

-2- 301440 1330n¢
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6. The Assistant Directors for Special Operations and Policy
Coordination will issue separate instructions for daily 2Li~hour
duty officers for their offices including essential CIA services
provided by the Office of Special Operations.

FOR THE DIRECTOR OF CENTRAL INTELLIGENCE:

Captain, USH
Executive

DISTRIBUTION: A

R=E-S=T-R-TI-C-T--D

\ _.3_
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"

CUNTRAL INTDLLIGENCE AGENCY
Washington, D. C,

: ADMINISTRATIVE INSTRUCTION 5 January 1951
25X1A NO.
25X1A SUBJECT: Watch Policy. (Bffective 9:00 Al lionday, § January 1951)

RESCLSSIONS:  Administrative Instruction [ | dated 1 July 19L9.
25X1A Notice [ ] doted 29 November 1950.

1. a, Depuby Directors, Assistent Directors, and Administrative
Office Chiefs will be availal:ile for duty on an "on call" basis
during all off-duty hours, and are resn.nsible for informing the

“Filatch Officer where they may be reached if at obher than their
home telephones, A senior representative may be designated, when
necessary, in which case the responsible official will notifly the
Watch Officer, It will then te the responsibility of the desig- -
nated representative to keep the Watch Officer informed vhere he
may be reached if other than at home.

z
"

b, Iach official indicated above will furnish the Assistant
Director for Special Services his home address and telephone num-
ber, aad the names, home addresses and telephone numbers of all
senior representatives of his office who may be designated under
this policy.

2, The Assistant Director for Special Services shall:

2. laintain a CIA Watch Officer during all except normal work—
ing hours in Room 2028 Que Puilding, with telephone numbers indi-
cated belovrs

25X1 (1)

for ordinary inside calls,

25X1
b, Inform the Iixecutive Secrctary, National Security Council,
and the IAC agencies of the above room location and telephone
minbers.
cs Bstablish necessary operating procedures, including:

(1) Essential coordination with the Watch Officers of OPC
and 050.

' COMFIDFNTIAL
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(2) Arvangements with the Dircctor's office for officials
to be contacted in comection with matiers believed to be of
guflicient dmportance Lo warrant the Director!s attention,

3. The Chief, Administrative Services, will provide:

a, lecessary telenhone service and routing of calls as requested
by the Assistant Director for Jpecial Services,

be  Automobile and chauffeur service on call of the CIA vratch
Officer, ’

" 'FOR THZ DIPTCTOR OF CENTRAL INTELLIGENCE:

25X1A

HURRLY McCOMITEL
f Deputy Director
.{ : (Administration)
i N : .

DIST:. 2

-2 -\Ysc e

CONPIDENTIAL g3 A3 SEL
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25X1A
C&I 1 July 1949

Staff Duty Officerg,

RESCISSION; Administrativa Instructionl:l dated 27 Appil 1948,

1. Stapr Duty 0fficers
= _liicers

& The Asgsi

ADMINISTRATIVE INSTRY
Yo,

. 25X1A
SUBJECT:

be The ¢ma Duty 0fficer Wwill be logg
Building with te

ted in Roopy 2046 mym
lephone numb

ors ag indicateq below:
(2) P for calls not routed throughthe;
25X1 “EIAlsw —
(2) for calls routeq through the g1y
Wit ohb Ogry
[ 18 Assigtant Director for Reports and Estimateg will
inform the appropriate intellj
listed belaw

Yy necesgar
€ Procedures ip coordination with thoge Agenocies:

Department of State

Joint Chiefrg of Stafe

Department of the Lrmy

Department of the Navy

Department of the Aip Foroee

Atomie Energy Commigsion

Officer will be to
is Personally informeq of all mattepg
Y hourg of sufficient importence 0 ware

ffeur to he at the gall
T during gl11 of‘f'-duty hoursg, inoluding
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Saturdays, Sundays and holideys.

b. Telephone service on the seme basis as above, with all
incoming oalls being routed to the CIA Duty Officer during offe
duty hours.

(1) cCrlls from the White Touse will be routed to the
CIA switchboard when the Directorts office does not .answer
8 direet oalls Such ealls will be given priority routing
to the CIA Duty Officer by the telephone operator on duty
et the board.

Se 0. Duty Officer Books containing specifio instructions and
required general information will be prepared and kept up to
date by:

(1) The Porsonal Assistant to ‘the Director.

(2) The Assistant Director for Reports and Istimates
for CIA Duty Offiocers.

be Data in these books will ineolude:

(1) Seourity instructions, ineluding means of identifi-
eation, prepared by the Chief of Inspection and Security.

(2) Locations and telephone numbers of individuals
available for eall to handle mattors pertaining to theipr
responsibilities, both in CIA and other agencios,

" (8) Instructions reletive to unavoidable absence from
posts of duty (lunch hours, piekup and delivery of importent
messages).

(4) Operational instructions relative to handling of
matters requiring immediate attention.

(s) Availability and location of transportation.

4. Civilian employses who perform daty as CIA Duty Officer in
eddition to normal duty assignments mey, in the diseretion of the Ag-
sigtant Director for Reports and Estimates in each case, be paid overe
time at authorized rates for such duty or be granted compensatory leave,

6¢ FEach Assistant Director and Staff Chief will furnish the As-
sistant Dirsstor for Reports and Estimates with a list of ot least
8ix (6) senior individuals assigned to his ectivity who can be econe
tasted during off=duty hours should ocoasion arise. The Assistant Dim
reetor or Staff Chief and his deputy should be ineluded in this list,
whieh mut be kspt ourrent at all times,

ReEwS=l=ReleCeTeE=D

e
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6. The Assistant Director for Speeial Operations will iasue

sepearate instructions providing for daily 24=hour

and essential service by the Office of Spseial

quty officers for
Operationse

FOR TIE DIRECTOR OF CENTRAL INTELLIGENCE:

Deputy ;e ou; ;1

DISTRIBUTION: A

ReE=S «T=ReI=(=T=E=D
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